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“LBHSHE - Update Life Insurance Beneficiary

The purpose of this job aide is to provide a guide to update Life & AD&D and/or Voluntary Life Beneficiary
allocation percentage.

Navigation of PeopleSoft

Step 1.
e Open an Internet browser.

¢ Navigate to Employee Self-Service

Step 2. :
e Enter User ID (Your employee ID with an “E” in front of it) ORACLE

PEOPLESOFT
e Enter Password
e Select SignIn

Password

2

Select a Language

English

&) sonin |

M Enable Screen Reader Mode

Step 3. ~ Employee Self Service

e Select the NavBar at the top right of the home —
page. & -0

Last Pay Date 11/25/2020

Open Enroliment

No Enroliment Available At This Time

Select Navigator mm
NavBar: Navigator

b NavBar: Navigator
. NavBar: Navigator
e Select Self Service : I — =
. P . .
] 4 Self Service E ]
e Select Benefits = COA Customs | g © mc‘, Benefits nformion
H | i |
° = H ]
Sel ect I nsurance Recent Places City Forms o || Recontpiaces Time Reporting Dependents and Beneficiaries N
Summary
My Eavortes Life Events
e Self Service 5 Personal Information
Wy Favorites ] Benefit Details
Manager Self Service 5 || M Favortes Payroll and Compensation Navgator
Document Upload
, City Clerk » E a Benefits ana e \nsurance Summary
Navigator Company
Navigator CHSCEY

Updated 12/16/2020 1


https://employee.cabq.gov/psp/hrmprod/?cmd=login&languageCd=ENG&
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Navigation of PeopleSoft

Step 4.

To view your benefits as of another date, enter the date and select Go.

SRT Insurance Summary a2 6 ol
e Select the “Type of Benefit” link to Lie and AD and D
u pdate Plan Name Basic Life/AD&D Active EE's
. To view your benefits as of another date, enter the date and select Go Plan Provider  MUTUAL OF OMAHA INSURANCE COMPANY
[ Sel ect Ed It “ oo Coverage Level 1.4 X Salary

Group Number

[Benefits Summary
Covered Beneficiaries

. T tthe f [ i lick i lick
Type of Benefit Plan Description ":;.znz‘:gw e personal information for a beneficiary, click on their name below. Click o

Dep/Ben Coverage Details
Voluntary Life

Name Relationship to Employee Primary Allocation
Life and AD and D Basic Life/AD&D Active EE's

Parent 50%

Dependent Life Parent 50%
Spousal Life Edit

Step 5.

Enter updated allocation NOTE — A primary allocation totaling 100% is required. A secondary allocation is
not required, but is recommended.

To change the allocations for your current beneficiaries, choose an Allocation type. An individual can not
be both a primary and a secondary beneficiary. Enter an amount or percent.

To add a new beneficiary, use the Add a New Beneficiary button. Primary Allocation - First to

receive the benefit.
Allocation Type

Enter Primary Allocations as | Percent Seconday (or contingent} Allocation

- Receives benefit only is the Primary
beneficiary is deceased.

Enter Secondary Allocations as | Percent

Allocation Details

- . Current Primary Current Secondary New Primary New Secondary
HRame Eekatians D Percent Percent Allocation Allocation

O Parent 50 -

O Parent 50

Add a New Beneficiary o Update Totals -

Click Update Totals to ensure your amount is 100%

e Click Save EMPLOYEE

e When saved you will receive a confirmation.

Save Confirmation

“ The Save was successful.

OK
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